
DEBORAH HANDLEY
242 Laurel , Broomfield, CO 80020


debby.handley@gmail.com • Main 303-438-8394
Receptionist/Clerical/Customer Service
Qualification Highlights
•
Ten plus years of customer service. 
•
Answering phones, including experience on a switchboard 
•
Setting up better more organized ways for a company's filing systems 
•
Computer input, word processing, billing, customer accounts, A/R, A/P, and various reports
•
Back-up for five other office workers on vacations, sick days, or special projects 
Professional Experience
•
 Taking customer orders, setting up appointments, checking inventory and availability
•
Answering all questions regarding services offered, trouble shooting
•
Keeping files, records, reports, up to date and accurate 
Employment History
Professional Home Healthcare, Arvada, CO
2006 to 2008
caretaker
Terry Temps, Westminster, CO
1993 to 1993
clerical temp worker
Radiographic Resources, Denver, CO
1990 to 1992
secretary/customer service
Southwest Radio graphics, Grand Junction, CO
1989 to 1990
secretary/customer service
Cleo Wallace Center, Westminster, CO
1986 to 1988
Receptionist/Ward Clerk
Colorado X-Ray, Arvada, CO
1984 to 1986
Girl Friday
Trailways Ski Reservations, Denver CO
1983 to 1984
Reservationist
Education
Broomfield High School, Broomfield, CO 80020
1983
H.S., office work
Administrative Skills
•
Back and Front Office Operations
•
Office Equipment, copier, fax, switchboard, Dictaphone, and 10 key
•
Customer Relations. 
•
Customer Retention
•
Type - 50 wpm
•
Confidential Correspondence and Data
•
Collections
•
Customer Service and Relationship Management
•
Data Entry
•
Dispatching
•
Document Creation and Maintenance
•
Editing and Proofreading
•
Equipment Maintenance
•
High Volume Schedule Maintenance
•
Sales Support
•
Appointment Scheduling
•
Knowledge of Office Equipment (Copier/Fax)
References
Available upon request

